This Question Paper consists of 25 questions and 12 printed pages.
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General Instructions :

1
2

Candidate must write his’her Roll Number on the first page of the Question Paper.

Please check the Question Paper to verify that the total pages and total number of questions
contained in the Question Paper are the same as those printed on the top of the first
page. Also check to see that the questions are in sequential order.

For the objective type of questions, you have to choose any one of the four alternatives
given in the questions i.e. (A), (B), (C) and (D) and indicate your correct answer in
the Answer-Book given to you.

All the questions including objective-type questions are to be answered within the allotted
time and no separate time limit is fixed for answering objective type questions.

Making any identification mark in the Answer-Book or writing Roll Number anywhere
other than the specified places will lead to disqualification of the candidate.

Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or
any such electronic devices in the Examination Hall.

In case of any doubt or confusion in the question paper, the English Version will prevail.

Write your Question Paper Code No. 69/MAY/4, Set - on the Answer-Book.

69/MAY/4—229-A | 1 (W IWAmmmm [ Contd...



A AR

(a) The Question Paper is in English/Hindi medium only. However, if you wish, you
can answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu,
Marathi, Odia, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit
and Sindhi.
You are required to indicate the language you have chosen to answer in the box
provided in the Answer-Book.

(b) If you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the questions will be yours only.

q1
Tl UeT-UF b WEW U WX UM gk asd ford |
FUAT YT B W@ o o U9 & HA YOI qUT YA Bl Iadl o Gl & Al
YT U5 b G99 SHUX BU ¥ @ 9 B WAd N B o 6 U e w9 F T
Jegime et ¥ emusl A famedl (A), (B), (C) @1¥ar (D) ¥ ¥ BIE TH IO G
g A A T I-YRAA § WE I faET 7
IS Ul & WE-|T G Ul % SaX i oty % Hiax & o ¥ agis
gedl & fou o ¥ wwg @ famn Smom
ST-giaer ¥ vgaH-fug M otgar fide wel & afafea @8 Ff srgwdie faes
T qlendt B SRRy IEET WA
ATt BT TeT BT § bepaiel, AEEA B, sged, TATHM od fhdT Wi seazie SuHI
B T T BN AT TE T
gedus ¥ fpdl 1 v % Haw srganr gfaen @ Rufd § oSl ergae € "R BN
AT ST-gRAET W UF-IT & FE 4. 69/MAY/4, qT — [A] frE
(@) WU had fey/eilen H ¥ AT off, afy onw 9 @ T & TS R ws |
¥ 3O T I E
hiepull, AMTYL, SMERTAT, U, HARI, &b oK R
Fu IR-YRawr ¥ faw U afew @ fow 6 omw few W § SR faw w@ ¥
(@) afy oy & wd ool & orfafed e o= @ & IOX foad € @ wes @l
Taee # BN g JfeaAt | afon A e had smuet gRi

.

([ NOTE / firdur

(1)
(2)

Answers of all questions are to be given in the Answer-Book given to you.
gl T ok ST TR & T W YRR § & ford |

15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m., the
students will read the question paper only and will not write any answer on the
answer-book during this period.

T WS- I g o faw 15 faee 1 wmg G T ¥ 1 yeE-u b foRer Qe § 02.15 S
forar Sm@m) 02.15 oS @ 02.30 &9 G BT hadd W99-95 sl i 3T 39 31afy & SRE o
YRR W FE K &I T |

J
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DATA ENTRY OPERATIONS

ST Tgl LT
(229)
Time : 2 Hours] [Maximum Marks : 40
o 2 gue] [quis : 40
Note :

(i)  This question paper consists of 25 questions in all.
(ii))  All questions are compulsory.

(iii) Marks are given against each question.

(iv)  Section — A consists of :

(a)

(b)

Question Nos. 1 to 7 (multiple choice type questions (MCQs) carrying 1 mark each).
Select and write the most appropriate option out of the four options given in each of
these questions.

Question Nos. 8 to 17 are Objective-type questions. Question Nos. 8 to 10 are carrying
2 marks each (with 2 sub-parts of 1 mark each) and Question Nos. 11 to 17 are
carrying 1 mark each. Attempt Question Nos. 11 to 17 as per the instructions given
for each of the questions.

(v)  Section — B consists of :

(a)

(b)

(c)

(d)
gt :

Question Nos. 18 to 22 (very short answer-type questions carrying 2 marks each) to
be answered in the range of 30 - 50 words.

Question Nos. 23 and 24 (short answer type questions carrying 3 marks each) to be
answered in the range of 50 - 80 words.

Question Nos. 25 (long answer-type question carrying 4 marks) to be answered in the
range of 80 - 120 words.

Section-B offers internal choices for some questions. Attempt only one of the given
choices in such questions.

() 39993 ¥ FA 25 UL |
(i) /N 997 orfrErd F)
(ili) Y® U b 3k STh GEY §T T T

(iv) @8 -—

(a)

(b)

(v) @8 -—

(a)
(b)

()
(d)

q ¥ gfnfaa ¥ ¢

U €T 1 ¥ 7 O (Sgfasedd TBR % 997 (MCQs), Y& 1 3% &) | J&id 99
7 fig T SR fqeedt § @ 999 SUgE {Geed B gAwT fae 5|

U TET 8 ¥ 17 TEGTSS WK b YT €| UeT HEA1 8 ¥ 10 UA% 2 3% & ¢ (T®
1 37ch T 2 ST-9T & 1Y) T Y9791 11 § 17 T Ydd 1 3k &1 & | 997 g
11 9 17 9% & 9% & ¢ fau 7g el & oar &« st

q ¥ gftafag ¥ ¢

U FET 18 ¥/ 22 (31T T YK % HeH, TS 2 37 @) b I 30 ¥ 50 o=
7 difsm)

U9 AT 23 3K 24 (FHTUT YHR & YT, Y&d 3 3 &) b s 50 § 80 or=f
7 QR

T TET 25 (SH-STUT T T U9, 4 37k 1) BT S 80 § 120 9=l § v
GUs—q H P YAl & A4 SAiaid faeheq fg g ¥ U we 7 fow g fowmedt § 9@
%A TH B & WA BT |
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SECTION - A

Hug — i
1  Logic and comparison operations are performed in unit of 1
computer.
(A) ALU (B) CU
(C) Memory (D) Input
HET Bl giTe ® Wit o HHier siuerg fpanfaa 2id 1
(A) ALU (B) CU
(C) =wrh (D) g
2 Which of the following is NOT a way to indent text in MS Word? 1
(A) Tab stops (B) Hanging indent
(C) Decrease Indent button (D) Space bar
TH UE 9€ H TR 332 HIT &I 3TH w1 Th qUa Tol § 7
(A) 29 = (B) Efim g
(C) fesbiar §E2 we (D) ¥ W
3 Give the shortcut key to reach the end of the document: 1
(A) CTRL+END (B) CTRL+HOME
(C) HOME (D) END
TS % i qb UgAT bl Mehe Bl HT & 7
(A) CTRL+END (B) CTRL+HOME
(C) HOME (D) END
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4  How does AutoFit help improve Excel spreadsheets? 1

(A) It ensures data is fully visible and adjusted within the width of the

column and height of the row.
(B) It automatically sorts data in alphabetical order.
(C) It removes duplicate data from the sheet.

(D) It merges cells to fit the content.
T HIER hH ThR Uadd Wseiie H §8a¥ 9 H Ha8 &l & 7

(A) @& gHfvad &t & 6 s gl @ ¥ fous < iR o8 &iew & drer aor 3
B HAE &% 99 AW ¥ fhe 7w

(B) g afcifed qlic o ST &I SIehIaiehd %o § 91 HY odl 8l
(C) @& 9T ¥ Sgfdwe ST &I &2 ol &l
(D) T %< @l fhe HT & foiT d@ &l 7 BT <ar 2|

5 is used to indicate the scaling of the X-axis and Y-axis in a chart? 1
(A) Data labels (B) Tick marks
(C) Legends (D) Chart title
TH 9 o 1 TEANT X-Ulerd 8fR Y-Ulerd dl ®hieiT @l q9M % g
Bl |
(A) =& d e (B) fem Wi
(C) wigd (D) = e

6  Installed templates in PowerPoint are accessible through which menu option? 1

(A) Insert (B) View

(C) Design (D) Format

TieRuEe ¥ gReies Twaed 39 9 e A=y fueed gr twew few S wed ¥
(A) T B) =

(C) feume (D) wiHe
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7  When would you use a surface chart? 1
(A) To compare individual categories
(B) To show changes over time
(C) To show relationships between two variables
(D) To analyze two sets of numeric data

MY %Y A B WA B 7

(A) STET ST BT DI JoqT B & g

(B) 999 & 919 S5@9 fq@™ & fag

(C) @ INweww & 99 "9 f@m & g

(D) =gufkes ST & &1 428 &1 99wy & % fou

8 In the questions given below, there are two statements marked as 2
Assertion (A) and Reason (R). Choose the correct option out of the choices
given below in each question:

T few U wet # I wus w@eE (A) iR d9W (R) sifed feu T ¥ | wde wew
% 9 R Ty R ¥ @ W e g
(i) Assertion (A): In MS Word 2007, you can change the font size of the
entire document at once.
Reason (R): The “Select All” function in MS Word only applies to the
current section or paragraph, not the entire document.
(a) Both A and R are true and R is the correct explanation of A.
(b) Both A and R are true but R is NOT the correct explanation of A.
(c) A is true but R is false.
(d) A is false but R is true.
(¢) Both A and R are false.
T (A): T TF I 2007 ¥ Y P IR B Bic 9B UH 9T TG
Tahd ¢ |
W (R): T wg 9 ® ‘Faoiae offe’ hae™ shad Bl [aeay™ I & TS sl
T, X TEES 9 AL |
(a) A X R Il @& € iR R, A &1 @&l aviF 3|
(b) A X R AT @& § W R, A &1 W& quA el |
(c) A ¥ T W R Tad gl
(d) A T@d & W R F&l 51
(e) A R R NI Taa £
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(i1)) Assertion (A): The “Ctrl+72” keyboard shortcut in MS Word is used to
undo the last action, including the insertion of bullets or numbering.
Reason (R): “Ctrl+Z” in MS Word is the undo command, allowing users
to revert the document to its previous state, including the removal of
recently added bullets or numbering.

(a) Both A and R are true and R is the correct explanation of A.

(b) Both A and R are true but R is NOT the correct explanation of A.
(c) A is true but R is false.

(d) A is false but R is true.

(¢) Both A and R are false.

T (A): T TH T ¥ Crl+Z SiaE siicame &1 YA fUsa Tae™ &l g
& % fog gar ¥ e geca ok Fefor g s O anfira )

I (R): T w@ € ¥ Ctrl+Z & og HHis & Wl g9 Bl Sral [Ka< Hih
e Y Reafir ¥ Ao W Y oA 3 T e A ¥ ve @ giew
et ol onfire Bl 2

(a) A TR @& ¥ iR R, A &1 & Ui &1

(b) A X R AT @& & T R, A &1 @& quiq e |

(c) A ¥&§ W R Tad Bl

(d) A 7ed & 9T R & E

(e) A 3 R T Toa )

9 State True or False:

(a) The “Columns” feature in MS Word 2007 allows you to create only two
columns per page.

(b) When you are typing along and reach the bottom of a page in a Word
document, a page break will be inserted automatically.

e AT T ST

(a) TH TE 9 2007 ¥ BIaH BEX § oMY BId a BT Ui Ual & 97 9o & |

(b) T Y TH IS IS H BEY B HIJ U &b A Ggad & df T Ul b
STEHfedh &Y ¥ 39S & o & |
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10  Answer the following : 2
(a) Name the key used to delete the text to the right of the cursor.
(b) Write name of Shortcut key for pasting the cut text in a document.
= &1 ST Qg
(a) E & & M fad S B b TE S & TR DI fSalle Bl o
(b) TH AT H He U T TRE B UL BT Dl Mo Bl &I 19 fod |

11  Font size is measured in points, where one point is equal to of 1
an inch.
BiT TR B UECH ¥ AU Al § &l T UL Th 39 b 9T % TEY
Bl |

12 are devices connected to the computer externally. 1
(A) CPU (B) Peripheral
(C) Cu (D) RAM
I o s e ol A | XU B B E R o
(A) CPU (B) Uhxw
(C) Cu (D) RAM

13 Hold down the key on the keyboard while using the arrow buttons 1

to highlight the text in MS Word.

TH U9 I H SR bl EISAES Hhid & [ U 97 & TN Hhid G99 & S U
B Bl TR W |
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14 Which of the following views is most useful for adding notes to slides? 1
(A) Slide Sorter View (B) Normal View
(C) Reading View (D) Slide Show View
WIEE! ¥ Fed U H H WU T 4 B W o G oAb SwE § 7
(A) wEs W 7 (B) e =
(C©) A= (D) &Ee o =&

15 The tab option is used to add page numbers in a word document. 1

T I€ TS H U 99 US B % (69 < 1 faed JAM B B

16 Which function would you use to calculate the minimum of a range of 1

numbers?

T IS ol dEnet § § 999 Bl I e & g o f6d waee &1 T Sl ?

17  Which of the following is an example of a font family? 1
(A) Bold (B) Italic
(C) Underline (D) Times New Roman

T8 9 T DI HiYT! BT Th IR § 7
(A)Eﬁ?s’ (B) zafaw

(C) sietaET (D) zEs =g WA
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SECTION - B

gog — q

18 Give the difference between mouse and track ball. 2
A8Y X 2 §id & S 3dY SdEu|
OR / 3y

Differentiate between plotter and printer.

wieX R fiiey & I oy @w= Hifu|

19 Explain the difference between Save as file and Save as webpage in 2

PowerPoint.

qlaqeaige # 9 US BEA S ¥ US d9US & i Sy W B |

20 Explain the purpose of creating envelopes using Mail Merge. 2
HeTHS! T G Hih UAdd S &l 3299 U hIeT |

21 What are the programs stored in ROM known as? When are they executed? 2
ROM % ®RR 6T T URIHT &1 &1 Hel Sl & 7 ¥ 6d Tasiage 8id ¢ 7

22 Why do you need to hide a slide? Write steps to hide a slide in MS PowerPoint. 2

Uh TGS B 8138 hi{d @l oT6dd ol Usdl & ¢ UH Ug Ulaiuse § &3S &l 8Es
i b 9 fafaul

OR / 31yt

Give two methods to reorder slides in MS PowerPoint.

T U9 Ui Ui § WEs &l Qe wid & al die fahkay)
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23 What are optical scanners? Briefly describe the use of bar code reader and 3

optical character recognition (OCR) devices.

el Whaid T B & 7 91X B ¢ X (OCR) et digex Ry
feasg & SwEmt & 9ira avi €0

24 Explain the purpose of the following options in the “Print What” section of 3

the Print Dialog Box in MS PowerPoint :
. Slides
. Handouts

. Notes Page

Tq U qiaiuise & e e 9 & ‘i @ 999W o Suasy e faseal @
L9 T T 7

o wEeq
T (CY) [T
s ARE U

B

OR / 3t¥an

Write down steps to create a numbered list from a text box starting with

number 10.

TR 9 ¥ U Hee [ M & ©W faRgu o 99 10 § gy &y 71
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25 What is mail merge? Explain its uses.
A Sl HIT & 7 D SUART BT U HY |
OR / 3ty

Write down steps to create a data source using Excel worksheet.

TR b9l BT TR Hich ST G ddRX & & ©F {arau|
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This Question Paper consists of 25 questions and 12 printed pages.

70 99— § 25 97 @ 12 g gw ¥

Roll No. Code No. 69/ MAY/4
HTHATE FE 7.

set/3- | B

DATA ENTRY OPERATIONS
T T AT
(229)

Day and Date of Examination

(aren ;1 T 7 o)

Signature of Invigilators 1.

(Friternt & ewen)

General Instructions :

1
2

Candidate must write his’her Roll Number on the first page of the Question Paper.

Please check the Question Paper to verify that the total pages and total number of questions
contained in the Question Paper are the same as those printed on the top of the first
page. Also check to see that the questions are in sequential order.

For the objective type of questions, you have to choose any one of the four alternatives
given in the questions i.e. (A), (B), (C) and (D) and indicate your correct answer in
the Answer-Book given to you.

All the questions including objective-type questions are to be answered within the allotted
time and no separate time limit is fixed for answering objective type questions.

Making any identification mark in the Answer-Book or writing Roll Number anywhere
other than the specified places will lead to disqualification of the candidate.

Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or
any such electronic devices in the Examination Hall.

In case of any doubt or confusion in the question paper, the English Version will prevail.

Write your Question Paper Code No. 69/MAY/4, Set- |B| on the Answer-Book.
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A AR

(a) The Question Paper is in English/Hindi medium only. However, if you wish, you
can answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu,
Marathi, Odia, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit
and Sindhi.
You are required to indicate the language you have chosen to answer in the box
provided in the Answer-Book.

(b) If you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the questions will be yours only.

q1
Tl UeT-UF b WEW U WX UM gk asd ford |
FUAT YT B W@ o o U9 & HA YOI qUT YA Bl Iadl o Gl & Al
YT U5 b G99 SHUX BU ¥ @ 9 B WAd N B o 6 U e w9 F T
Jegime et ¥ emusl A famedl (A), (B), (C) @1¥ar (D) ¥ ¥ BIE TH IO G
g A A T I-YRAA § WE I faET 7
IS Ul & WE-|T G Ul % SaX i oty % Hiax & o ¥ agis
gol & [T ot § "W W@ fn wem
ST-giaer ¥ vgaH-fug M otgar fide wel & afafea @8 Ff srgwdie faes
TR el @ e SEEr WRA|
ATt BT TeT BT § bepaiel, AEEA B, sged, TATHM od fhdT Wi seazie SuHI
B T T BN AT TE T
gedus ¥ fpdl 1 v % Haw srganr gfaen @ Rufd § oSl ergae € "R BN
o SE-gRasl T Y- & die 4. 69/MAY/4, AT — e
(@) WU had fey/eilen H ¥ AT off, afy onw 9 @ T & TS R ws |
¥ IO T Ghd © ¢
picpull, ARG, SEMHAT, wUT@l, HIAR, €&ha Sk Rl
Fu IR-YRawr ¥ faw U afew @ fow 6 omw few W § SR faw w@ ¥
(@) afy oy & wd ool & orfafed e o= @ & IOX foad € @ wes @l
Taee # BN g JfeaAt | afon A e had smuet gRi

.

([ NOTE / firdur

(1)
(2)

Answers of all questions are to be given in the Answer-Book given to you.
gl T ok ST TR & T W YRR § & ford |

15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m., the
students will read the question paper only and will not write any answer on the
answer-book during this period.

T WS- I g o faw 15 faee 1 wmg G T ¥ 1 yeE-u b foRer Qe § 02.15 S
forar Sm@m) 02.15 oS @ 02.30 &9 G BT hadd W99-95 sl i 3T 39 31afy & SRE o
YRR W FE K &I T |

J
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DATA ENTRY OPERATIONS

ST Tgl LT
(229)
Time : 2 Hours] [Maximum Marks : 40
o 2 gue] [quis : 40
Note :

(i)  This question paper consists of 25 questions in all.
(ii))  All questions are compulsory.

(iii) Marks are given against each question.

(iv)  Section — A consists of :

(a)

(b)

Question Nos. 1 to 7 (multiple choice type questions (MCQs) carrying 1 mark each).
Select and write the most appropriate option out of the four options given in each of
these questions.

Question Nos. 8 to 17 are Objective-type questions. Question Nos. 8 to 10 are carrying
2 marks each (with 2 sub-parts of 1 mark each) and Question Nos. 11 to 17 are
carrying 1 mark each. Attempt Question Nos. 11 to 17 as per the instructions given
for each of the questions.

(v)  Section — B consists of :

(a)

(b)

(c)

(d)
gt :

Question Nos. 18 to 22 (very short answer-type questions carrying 2 marks each) to
be answered in the range of 30 - 50 words.

Question Nos. 23 and 24 (short answer type questions carrying 3 marks each) to be
answered in the range of 50 - 80 words.

Question Nos. 25 (long answer-type question carrying 4 marks) to be answered in the
range of 80 - 120 words.

Section-B offers internal choices for some questions. Attempt only one of the given
choices in such questions.

() 39993 ¥ FA 25 UL |
(i) /N 997 orfrErd F)
(ili) Y® U b 3k STh GEY §T T T

(iv) @8 -—

(a)

(b)

(v) @8 -—

(a)
(b)

()
(d)

q ¥ gfnfaa ¥ ¢

U €T 1 ¥ 7 O (Sgfasedd TBR % 997 (MCQs), Y& 1 3% &) | J&id 99
7 fig T SR fqeedt § @ 999 SUgE {Geed B gAwT fae 5|

U TET 8 ¥ 17 TEGTSS WK b YT €| UeT HEA1 8 ¥ 10 UA% 2 3% & ¢ (T®
1 37ch T 2 ST-9T & 1Y) T Y9791 11 § 17 T Ydd 1 3k &1 & | 997 g
11 9 17 9% & 9% & ¢ fau 7g el & oar &« st

q ¥ gftafag ¥ ¢

U FET 18 ¥/ 22 (31T T YK % HeH, TS 2 37 @) b I 30 ¥ 50 o=
7 difsm)

U9 AT 23 3K 24 (FHTUT YHR & YT, Y&d 3 3 &) b s 50 § 80 or=f
7 QR

T TET 25 (SH-STUT T T U9, 4 37k 1) BT S 80 § 120 9=l § v
GUs—q H P YAl & A4 SAiaid faeheq fg g ¥ U we 7 fow g fowmedt § 9@
%A TH B & WA BT |
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SECTION - A
ug — q

1  Installed templates in PowerPoint are accessible through which menu option? 1

(A) Insert (B) View
(C) Design (D) Format
Witz ¥ et Treed T A Pha A e ErT Y R o g B
(A) T B) =
(C) feome (D) wiHe
2 When would you use a surface chart? 1

(A) To compare individual categories
(B) To show changes over time
(C) To show relationships between two variables

(D) To analyze two sets of numeric data

MY T A B TN BT ?

(A) ST STAT BT B AT B & G

(B) @9 g % 919 SEd@ G@N & foQ

(C) = INTsww & 99 ¥y fe@m & fag

(D) =gufke ST & &1 428 &1 99wy & % fou

3 Which action allows you to select an entire paragraph within a 1
Word document?
(A) Single click (B) Double click
(C) Triple click (D) SHIFT + click
TE IS TS H U X WEE @ fwae v & e 3 @ BF a1 teE
T BT &
(A) @ T (B) =9d o
(C) feua forTeh (D) e + forieh
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4  Which tab should you select to enter a date in a desired format? 1

(A) Home (B) Insert
(C) Data (D) Number
wEE BiHE § T G B & U 3 @ fh 9 @1 oy faeide BT 7
(A) =™ (B) e
(C) =& (D)
5  Which of the following is NOT a way to indent text in MS Word? 1
(A) Tab stops (B) Hanging indent
(C) Decrease Indent button (D) Space bar
TH TE € H TR 32T B AN T A RN Th AT AE B 7
(A) ¥ =g (B) Efim g
(C) feret g€ we (D) @ T
6 is used to indicate the scaling of the X-axis and Y-axis in a chart? 1
(A) Data labels (B) Tick marks
(C) Legends (D) Chart title
% qrR | 1 JAN X-uferd o Y-Ulerd @l ®hiehT &l &9 & g
Bl |
(A) =TT Wae (B) few wmad
(C) wisigH (D) =ié erged
7  Logic and comparison operations are performed in _ unit of 1
computer.
(A) ALU (B) CU
(C) Memory (D) Input
HHIL Dl ge # difeie o HRe Siaeerd fpated 2id % |
(A) ALU (B) CU
(C) (D) Tge
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8 In the questions given below, there are two statements marked as

Assertion (A) and Reason (R). Choose the correct option out of the choices

given below in each question:

T feu T wet ¥ 3 wus waeW (A) iR fwW (R) sifed fhu T ¥ | w@e wen
& I feg T famedt ¥ @ @ faeew g

(i) Assertion (A): In MS Word 2007, you can change the font size of the

entire document at once.

Reason (R): The “Select All” function in MS Word only applies to the

current section or paragraph, not the entire document.

(a)
(b)
(c)
(d)
(e)

Both A and R are true and R is the correct explanation of A.
Both A and R are true but R is NOT the correct explanation of A.
A 1is true but R is false.

A is false but R is true.

Both A and R are false.

TN (A): TH T@ I€ 2007 # N9 Y WA B HBi< HEA Th Y §&d
T % |

{1 (R): T0 T8 O ¥ ‘Taciae 31fel’ Ha9™ had bl fadaer 9T & Twrs &
T, I TEES 9 AR |

(a)
(b)
(c)
(d)
(e)

A ST R ST @&l € 3T R, A &1 W&l aviq 2
A 3R R 3 @& ¥ R, A @& 981 quH 8 ¥
A EE & R T ¥

A T § R B

A 3T R T e 21
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(i1)) Assertion (A): The “Ctrl+72” keyboard shortcut in MS Word is used to
undo the last action, including the insertion of bullets or numbering.
Reason (R): “Ctrl+Z” in MS Word is the undo command, allowing users
to revert the document to its previous state, including the removal of
recently added bullets or numbering.

(a) Both A and R are true and R is the correct explanation of A.

(b) Both A and R are true but R is NOT the correct explanation of A.
(c) A is true but R is false.

(d) A is false but R is true.

(¢) Both A and R are false.

T (A): T TH T ¥ Crl+Z SiaE siicame &1 YA fUsa Tae™ &l g
& % fog gar ¥ e geca ok Fefor g s O anfira )

I (R): T w@ € ¥ Ctrl+Z & og HHis & Wl g9 Bl Sral [Ka< Hih
e Y Reafir ¥ Ao W Y oA 3 T e A ¥ ve @ giew
et ol onfire Bl 2

(a) A TR @& ¥ iR R, A &1 & Ui &1

(b) A X R AT @& & T R, A &1 @& quiq e |

(c) A ¥&§ W R Tad Bl

(d) A 7ed & 9T R & E

(e) A 3 R T Toa )

9 State True or False:

(a) The “Columns” feature in MS Word 2007 allows you to create only two
columns per page.

(b) When you are typing along and reach the bottom of a page in a Word
document, a page break will be inserted automatically.

e AT T ST

(a) TH TE 9 2007 ¥ BIaH BEX § oMY BId a BT Ui Ual & 97 9o & |

(b) T Y TH IS IS H BEY B HIJ U &b A Ggad & df T Ul b
STEHfedh &Y ¥ 39S & o & |
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10  Answer the following : 2
(a) Name the key used to delete the text to the right of the cursor.

(b) Write name of Shortcut key for pasting the cut text in a document.
=1 1 ST AN

(a) G & & M fad S HE b TE S & TR BI fsalle Bl o

(b) TH TS ¥ B U T TR Bl UL BT BT b Bl BN A T |

11 Which of the following is an example of a font family? 1
(A) Bold (B) Italic
(C) Underline (D) Times New Roman
TTH 9 T Wi BT BT Th IR § 7
(A) e (B) serier®
(C) sfexamE (D) 2™ 3 Au
12 Touch Screen is an device. 1
(A) Input (B) Output
(C) Storage (D) Processing
T BN T fearsd 2|
(A) TP (B) omseye
(C€) = (D) wrafim
13 Font size is measured in points, where one point is equal to of 1
an inch.
Bl ¥
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14 Which function would you use to calculate the minimum of a range of 1

numbers?

T IS D gl ¥ ¥ g Bl Ieg b & T Sa e hae 1 T i ?

15 Which of the following views is most useful for adding notes to slides? 1
(A) Slide Sorter View
(B) Normal View
(C) Reading View
(D) Slide Show View
wgsl # AIZH US & & Y 399 9 &N °1 & qa9 M Iur & 7
(A) wge |iET &
(B) e =g
(C) e =g

(D) e s

16 The tab option is used to add page numbers in a word document. 1

T I TSl § U9 S99 Us &id & (o0 29 &1 fased YT BT B

17 Hold down the key on the keyboard while using the arrow buttons 1
to highlight the text in MS Word.

TH U9 I H SR bl BIEAES Hhid & [0 U 927 & TN Hhid G99 & S U
B Bl TAEHT W |

69/MAY/4—229-B | 9 (W IWAmmmm [ Contd...



SECTION - B

ug — 9

18 Why do you need to hide a slide? Write steps to hide a slide in MS PowerPoint. 2

Ueh &S hl 8138 HiT dl ST6ld di ISdl & ¢ UH UF JrERdiEe § TEs &l 85s
HH b B fRau]

OR / a1yt

Give two methods to reorder slides in MS PowerPoint.

TH U9 Ui Uise H WES &l Qe & & al dis f\rgu|

19 Explain various change case options available in PowerPoint. 2

gredise § Suaey fafy= o &9 faseal &1 auie &l |

20 Give the difference between mouse and track ball. 2
AR8Y Y 2 §id & S 3idY SdEU|
OR / 3ty

Differentiate between plotter and printer.

wieY 3 X & /= sfay @ Hifey|

21 Differentiate between assembler and compiler. 2

VAL 31 HAEAL & S ial W AT
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22 Explain the purpose of creating envelopes using Mail Merge. 2

AAHES BT TN Hih TAdAT S bl 3899 U hIT|

23 Provide a brief explanation of the different categories of computer languages. 3

HRIT e ol fafa= Sftral s dfera foero <)

24 Explain the purpose of the following options in the “Print What™ section of 3
the Print Dialog Box in MS PowerPoint :

. Slides
. Handouts

. Notes Page

TH Ug Yiaiuise & e SHarT s & fic @r’ ga@ o Sudasy =1 faseal @
T2 T T 7

. W
. EeomecH
e AREUW

<

OR / 31yt

Write down steps to create a numbered list from a text box starting with

number 10.

THL 9 ¥ U Hee [ s & ©W gy o 99 10 § gy &y 71
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25 What is mail merge? Explain its uses.
A Sl HIT & 7 D SUART BT U HY |
OR / 3ty

Write down steps to create a data source using Excel worksheet.

TR b9l BT TR Hich ST G ddRX & & ©F {arau|
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This Question Paper consists of 25 questions and 12 printed pages.
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General Instructions :

1
2

Candidate must write his’her Roll Number on the first page of the Question Paper.

Please check the Question Paper to verify that the total pages and total number of questions
contained in the Question Paper are the same as those printed on the top of the first
page. Also check to see that the questions are in sequential order.

For the objective type of questions, you have to choose any one of the four alternatives
given in the questions i.e. (A), (B), (C) and (D) and indicate your correct answer in
the Answer-Book given to you.

All the questions including objective-type questions are to be answered within the allotted
time and no separate time limit is fixed for answering objective type questions.

Making any identification mark in the Answer-Book or writing Roll Number anywhere
other than the specified places will lead to disqualification of the candidate.

Candidate will not be allowed to take Calculator, Mobile Phone, Bluetooth, Earphone or
any such electronic devices in the Examination Hall.

In case of any doubt or confusion in the question paper, the English Version will prevail.

Write your Question Paper Code No. 69/MAY/4, Set - on the Answer-Book.
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A AR

(a) The Question Paper is in English/Hindi medium only. However, if you wish, you
can answer in any one of the languages listed below :
English, Hindi, Urdu, Punjabi, Bengali, Tamil, Malayalam, Kannada, Telugu,
Marathi, Odia, Gujarati, Konkani, Manipuri, Assamese, Nepali, Kashmiri, Sanskrit
and Sindhi.
You are required to indicate the language you have chosen to answer in the box
provided in the Answer-Book.

(b) If you choose to write the answer in the language other than Hindi and English, the
responsibility for any errors/mistakes in understanding the questions will be yours only.

q1
Tl UeT-UF b WEW U WX UM gk asd ford |
FUAT YT B W@ o o U9 & HA YOI qUT YA Bl Iadl o Gl & Al
YT U5 b G99 SHUX BU ¥ @ 9 B WAd N B o 6 U e w9 F T
Jegime et ¥ emusl A famedl (A), (B), (C) @1¥ar (D) ¥ ¥ BIE TH IO G
g A A T I-YRAA § WE I faET 7
IS Ul & WE-|T G Ul % SaX i oty % Hiax & o ¥ agis
gol & [T ot § "W W@ fn wem
ST-giaer ¥ vgaH-fug M otgar fide wel & afafea @8 Ff srgwdie faes
TR el @ e SEEr WRA|
ATt BT TeT BT § bepaiel, AEEA B, sged, TATHM od fhdT Wi seazie SuHI
B T T BN AT TE T
gedus ¥ fpdl 1 v % Haw srganr gfaen @ Rufd § oSl ergae € "R BN
O FA-gRAE T YT @B His 4. 69/MAY/4, AT — el
(@) WU had fey/eilen H ¥ AT off, afy onw 9 @ T & TS R ws |
¥ IO T Ghd © ¢
picpull, ARG, SEMHAT, wUT@l, HIAR, €&ha Sk Rl
Fu IR-YRawr ¥ faw U afew @ fow 6 omw few W § SR faw w@ ¥
(@) afy oy & wd ool & orfafed e o= @ & IOX foad € @ wes @l
Taee # BN g JfeaAt | afon A e had smuet gRi

.

([ NOTE / firdur

(1)
(2)

Answers of all questions are to be given in the Answer-Book given to you.
gl T ok ST TR & T W YRR § & ford |

15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 02.15 p.m. From 02.15 p.m. to 02.30 p.m., the
students will read the question paper only and will not write any answer on the
answer-book during this period.

T WS- I g o faw 15 faee 1 wmg G T ¥ 1 yeE-u b foRer Qe § 02.15 S
forar Sm@m) 02.15 oS @ 02.30 &9 G BT hadd W99-95 sl i 3T 39 31afy & SRE o
YRR W FE K &I T |

J
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DATA ENTRY OPERATIONS

ST Tgl LT
(229)
Time : 2 Hours] [Maximum Marks : 40
o 2 gue] [quis : 40
Note :

(i)  This question paper consists of 25 questions in all.
(ii))  All questions are compulsory.

(iii) Marks are given against each question.

(iv)  Section — A consists of :

(a)

(b)

Question Nos. 1 to 7 (multiple choice type questions (MCQs) carrying 1 mark each).
Select and write the most appropriate option out of the four options given in each of
these questions.

Question Nos. 8 to 17 are Objective-type questions. Question Nos. 8 to 10 are carrying
2 marks each (with 2 sub-parts of 1 mark each) and Question Nos. 11 to 17 are
carrying 1 mark each. Attempt Question Nos. 11 to 17 as per the instructions given
for each of the questions.

(v)  Section — B consists of :

(a)

(b)

(c)

(d)
gt :

Question Nos. 18 to 22 (very short answer-type questions carrying 2 marks each) to
be answered in the range of 30 - 50 words.

Question Nos. 23 and 24 (short answer type questions carrying 3 marks each) to be
answered in the range of 50 - 80 words.

Question Nos. 25 (long answer-type question carrying 4 marks) to be answered in the
range of 80 - 120 words.

Section-B offers internal choices for some questions. Attempt only one of the given
choices in such questions.

() 39993 ¥ FA 25 UL |
(i) /N 997 orfrErd F)
(ili) Y® U b 3k STh GEY §T T T

(iv) @8 -—

(a)

(b)

(v) @8 -—

(a)
(b)

()
(d)

q ¥ gfnfaa ¥ ¢

U €T 1 ¥ 7 O (Sgfasedd TBR % 997 (MCQs), Y& 1 3% &) | J&id 99
7 fig T SR fqeedt § @ 999 SUgE {Geed B gAwT fae 5|

U TET 8 ¥ 17 TEGTSS WK b YT €| UeT HEA1 8 ¥ 10 UA% 2 3% & ¢ (T®
1 37ch T 2 ST-9T & 1Y) T Y9791 11 § 17 T Ydd 1 3k &1 & | 997 g
11 9 17 9% & 9% & ¢ fau 7g el & oar &« st

q ¥ gftafag ¥ ¢

U FET 18 ¥/ 22 (31T T YK % HeH, TS 2 37 @) b I 30 ¥ 50 o=
7 difsm)

U9 AT 23 3K 24 (FHTUT YHR & YT, Y&d 3 3 &) b s 50 § 80 or=f
7 QR

T TET 25 (SH-STUT T T U9, 4 37k 1) BT S 80 § 120 9=l § v
GUs—q H P YAl & A4 SAiaid faeheq fg g ¥ U we 7 fow g fowmedt § 9@
%A TH B & WA BT |
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SECTION - A
ug —

1  Which of the following best describes customized packages? 1
(A) Pre-installed software for general use
(B) Applications developed to meet specific organizational needs
(C) System software used for hardware management
(D) Default applications in an operating system
T ¥ FIT HRAES Uhsl B Helh AU HIAT § 7
(A) SFRE SUEM % fo qd greeia fhy g Eireday

(B) Uiy & fopelt wTeq a1 Tfdwe emasaendrett & 41 w3 % g sa@q fean
™

(C) =TI Hawric & T & g amar Ry areaar
(D) SifeT faweq &1 ush fEwiee Twih™

2 When would you use a surface chart? 1
(A) To compare individual categories
(B) To show changes over time
(C) To show relationships between two variables

(D) To analyze two sets of numeric data

MY THY TS B TART BT 7

(A) ST ST BT Bl ol B & g

(B) @9g & 9 s fT@m & fou

(C) @ IRuaem & 99 g9y fe@m & fag

(D) =afte =T & 3 d28 &1 fagdv &= % fog

3 is used to indicate the scaling of the X-axis and Y-axis in a chart? 1
(A) Data labels (B) Tick marks
(C) Legends (D) Chart title
T I o % JAT X-uferg iR Y-uferad &l WhieT @&l 39 & fou
Bl 1
(A) =R TS (B) fe wred
(C) wizd (D) = zrged
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4 allow you to present data entered into the worksheet in a visual 1

format.
(A) Tables (B) Charts
(C) Formulas (D) Filters
TH 9 3Mah! Fehefie # WX Ty T ST &l 399 &9 H U&Id & @l
STFANT & &
(A) *ed (B) =éH
(C) wiw (D) et
5  Give the shortcut key to reach the end of the document: 1
(A) CTRL+END (B) CTRL+HOME
(C) HOME (D) END
TS % 3fd qb UgdAT bl Mehe B FT § 7
(A) CTRL+END (B) CTRL+HOME
(C) HOME (D) END
6  Which of the following is NOT a way to indent text in MS Word? 1
(A) Tab stops (B) Hanging indent
(C) Decrease Indent button (D) Space bar
TH UE I€ H TR 332 B &I 30 H1 Th qla Tol § 7
(A) ¥ wiF (B) Efim g
(C) fearet g€ we (D) @@ 91X

7  Installed templates in PowerPoint are accessible through which menu option? 1

(A) Insert (B) View

(C) Design (D) Format

qlaRuiEe ¥ Lies SWeed 399 9 fhd Wy faehed &1 Ve U ST Hebd & 7
(A) T B) =

(C) fewme (D) e
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8 In the questions given below, there are two statements marked as

Assertion (A) and Reason (R). Choose the correct option out of the choices

given below in each question:

T feu U wet § 3 wus waeW (A) iR fwW (R) sifed fhu T ¥ | w@e wen
% " fau U faemedl & 9 92 fawen

(i) Assertion (A): In MS Word 2007, you can change the font size of the

entire document at once.

Reason (R): The “Select All” function in MS Word only applies to the

current section or paragraph, not the entire document.

(a)
(b)
(c)
(d)
(e)

Both A and R are true and R is the correct explanation of A.
Both A and R are true but R is NOT the correct explanation of A.
A is true but R is false.

A is false but R is true.

Both A and R are false.

T (A): T TF I 2007 ¥ Y P IS B i 95 UH 9T TG
T |

{1 (R): T0 T8 O § ‘Faciae aifel’ Ha9™ had bl fadder I¥ & Twrs &
T, W IWES IR AL |

(a)
(b)
(c)
(d)
(e)

A 3T R 3F @81 § 8T R, A &7 @&l avfq 1
A 3R R Al @&l € W R, A &1 @& 9uH T2l &1
A ®E § W R @ §1

A T ® W R EE R

A 3T R 21 e ®)
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(i1)) Assertion (A): The “Ctrl+72” keyboard shortcut in MS Word is used to
undo the last action, including the insertion of bullets or numbering.
Reason (R): “Ctrl+Z” in MS Word is the undo command, allowing users
to revert the document to its previous state, including the removal of
recently added bullets or numbering.

(a) Both A and R are true and R is the correct explanation of A.

(b) Both A and R are true but R is NOT the correct explanation of A.
(c) A is true but R is false.

(d) A is false but R is true.

(¢) Both A and R are false.

T (A): T TH T ¥ Crl+Z SiaE siicame &1 YA fUsa Tae™ &l g
& % fog gar ¥ e geca ok Fefor g s O anfira )

I (R): T w@ € ¥ Ctrl+Z & og HHis & Wl g9 Bl Sral [Ka< Hih
e Y Reafir ¥ Ao W Y oA 3 T e A ¥ ve @ giew
et ol onfire Bl 2

(a) A TR @& ¥ iR R, A &1 & Ui &1

(b) A X R AT @& & T R, A &1 @& quiq e |

(c) A ¥&§ W R Tad Bl

(d) A 7ed & 9T R & E

(e) A 3 R T Toa )

9 State True or False:

(a) The “Columns” feature in MS Word 2007 allows you to create only two
columns per page.

(b) When you are typing along and reach the bottom of a page in a Word
document, a page break will be inserted automatically.

e AT T ST

(a) TH TE 9 2007 ¥ BIaH BEX § oMY BId a BT Ui Ual & 97 9o & |

(b) T Y TH IS IS H BEY B HIJ U &b A Ggad & df T Ul b
STEHfedh &Y ¥ 39S & o & |
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10  Answer the following : 2
(a) Name the key used to delete the text to the right of the cursor.
(b) Write name of Shortcut key for pasting the cut text in a document.
= &1 ST Qg
(a) TG & BT AW T S B &b qE S & TR hl fBelie ol 8l

(b) TH AT ¥ He AU T TRE B UL BT Dl SNehe Bl &I A9 fored |

11 The format painter when double clicked, stays active until you press the 1

key to turn it off.

HHE YT IX 919 S99 foRich did & a 98 d9 ab Ulded &dl & o déb oy

3 T 36 BT & g @ TE @ 2|
12 The tab option is used to add page numbers in a word document. 1
TH I TR | U9 99 U8 B & (69 8 @1 fqhed YA BT 1
13 are devices connected to the computer externally. 1
(A) CPU (B) Peripheral
(C) Cu (D) RAM
_ TeamEEw g % 91y SRl €9 9 S &l ¢
(A) CPU (B) U
(C) Cu (D) RAM

69/MAY/4—229-C | 8 (W IWAmmmm [ Contd...



14 Which of the following is an example of a font family? 1

(A) Bold (B) TItalic
(C) Underline (D) Times New Roman
T8 9 T DI BT BT Th IR § 7
(A) s (B) serier®
(C) orstamT (D) zEs g WA
15 Hold downthe _ key on the keyboard while using the arrow buttons 1

to highlight the text in MS Word.

UH TF 98 § TR & BIRAIRE Hid & (0T U 929 B TANT Hid GHT @l 98 WX
%I Bl ITHL W |

16 Which of the following views is most useful for adding notes to slides? 1
(A) Slide Sorter View
(B) Normal View
(C) Reading View
(D) Slide Show View
wEsl ¥ AIgE Ug i & o0 370 @ o of qd ek Iudr ¥ 7
(A) wgE Wi 7
(B) e =g
(€) e =
(D) wmEs 9 =

17  Which function would you use to calculate the minimum of a range of 1
numbers?

Teh IS %l Herstl § § 9y Bl deg (e % AU g b has ol ganT i ?
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18

19

20

21

22
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SECTION - B

ug — 9

Why do you need to hide a slide? Write steps to hide a slide in MS PowerPoint.

Uh WSS B 8138 H{d @l oT6dd ol sl & ¢ UH Ug Uraiuse § &3S &l 85s
HH b B g

OR / 31yt

Give two methods to reorder slides in MS PowerPoint.

UH U9 UraY Uige § WES &l JoeY & & &l dish f\rag|

Differentiate between Title Only layout and Title Slide layout in PowerPoint.
QieUise ¥ 2Eed 3l Welde i I3ed WEe Walse & S 3idy W Sy |

Explain the purpose of main document in Mail Merge.

o WS A A SlEgHe A 39T U it |

Give the difference between mouse and track ball.
a3 3T b gid & drg Sidy Sdsu|
OR / 3ty

Differentiate between plotter and printer.

e AR fieT & 9 3idy W Sy

What are the programs stored in ROM known as? When are they executed?

ROM % ®RR Ty T YRS &1 &1 el Sl & 7 3 %9 Tasilade 8 @ 7



23 Give the difference between program and software. Briefly explain two major 3

categories of software.

T SR AFeeEy & did Y SarEy | Wiwady & & W@ Sl @ e | avi
B

24 Explain the purpose of the following options in the “Print What” section of 3
the Print Dialog Box in MS PowerPoint :

. Slides
. Handouts

. Notes Page

Tg TH Ulaiuise & fiie Sadn qieg & e @ g9 ¥ Suasy = faaeal @
T2 T T ?

. W
T (CY) [T
e AREUW

<

OR / a1yt

Write down steps to create a numbered list from a text box starting with

number 10.

THE 9 ¥ Uk F¥e [ s & @9 gy S 99 10 § 9y &y 31
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25 What is mail merge? Explain its uses.
A S HIT % 7 D SUART BT I HY |
OR / 3ty

Write down steps to create a data source using Excel worksheet.

U ThINe Bl TANT Hih ST G dOX & & &F fafau)
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